St Francis Church, Langley

Booking Conditions for Regular Users

Your Booking

1 St Francis Church is intended to be available to the local community, and we want to encourage its use where we can.  The building has many groups using it regularly, so we can only allow bookings at the times we have agreed with you.

2 The charges for use of the building should be paid regularly, or within 14 days of the submission of our invoice.  Cheques should be made payable to "Langley PCC". You will be charged for all sessions     (min 1½ hours and then per ½ hour) booked unless we are notified one month in advance.

3 Children or young people are only admitted to the centre under the direction of an adult in charge.  At all times an adult must supervise children.  We also require you to keep to the terms of the Children Act 1989 to ensure that any children or young people are safe in our building.

4 The noticeboard will show times at which the building is in use for other groups.

5 If we need to cancel our agreement on a particular occasion, or for a period of time, we will give you as much notice as possible.  We will not do this without a good reason.  However, the church sometimes needs to be able to use the building for services or other activities, or for maintenance work to be carried out.  We will not charge you for any sessions, which are cancelled for this reason.

What we will do for you

1 We will provide you with a key to the building for you to keep.  Please inform us in writing if (a) you make any copies of the key, with details of who holds the key, or (b) if any copy of the key is lost. All keys must be returned on termination of your contract.

2 You may use the tables stored in the hall, and the brown or burgundy plastic chairs.  Please do not use the upholstered chairs without our permission, as they are getting damaged by being incorrectly stacked. Do not use the Gopak tables. Please wash down tables after use
3 We will provide storage for your group as set out in our agreement 

4 We will ensure that the building is cleaned regularly. The cleaner will sweep and polish the hall floor, wash the floors in the toilets and kitchen, and clean the toilets, sinks and kitchen worktops.

5 Supplies of toilet rolls, paper hand towels and soap are kept in one of the kitchen cupboards, which is clearly labelled.  There should be a child step in each of the toilet blocks, so that small children can use the toilets. There are also mugs and plastic cups for your use in another of the kitchen cupboards.

6 There is a First Aid kit in the kitchen, and an Accident Book.  Please record details of any accidents requiring first aid that happen on the premises, and any material used from the First Aid kit, even a plaster.

7 There is a telephone in the entrance hall, intended for use in emergencies.

8 The building is regularly inspected by the Fire Safety officer, including fire extinguishers and we maintain public liability insurance.

9 We cannot accept responsibility for any items of lost property.

10 You are welcome to use our car park, but this is at your own risk.  Please do not park on the grass verges or in front of the drives of our neighbours.

11 If you are concerned about anything to do with the building, please contact either Bookings Officer, Church Wardens or the Vicar.  They act with the authority of the Church Council.  On any matter not covered in this document, their decision is final.

What we want you to do for us

1 Smoking is not permitted anywhere on the premises.
2 Please go round the building at the start of each session and check there is nothing wrong, and if there is make a note of what is wrong in the church logbook kept in the entrance hall.  There should be soap, paper towels and toilet rolls in each of the toilets.  Make sure that the emergency exits are not blocked, and that it is possible to get out quickly, e.g. if the doors are locked the key should be left in the lock or hanging by the door.  The emergency exits are the main door, the door at the sanctuary end of the hall, and the kitchen back door.
3 Please tidy up at the end of each session.  You may not leave anything in the building except in storage areas allocated to you.  Tables must be cleaned before stacking.  Chairs and tables must be put back where you found them, the floor swept, and toilets and kitchen cleaned if they have been used.  Cleaning equipment is kept in the lobby by the men’s toilets. Please do not leave more than one black bag of rubbish as we have only one, domestic size, wheelie bin. Charges of £1 per bag will be made for disposal of any extra rubbish.

4 Before you leave, please check that all lights and electrical appliances have been turned off, that taps are not left running, and that all windows are closed and exterior doors locked.  We may charge you an extra amount for the cost of anything that is broken or damaged, or for any extra cleaning we have to do as a result of your booking. You may also be charged if a door is left unlocked and the police call in a locksmith to secure it. 

5 The storage areas allocated to you should be kept clean and tidy at all times.  If food is to be kept, it must be non perishable (for example not milk), and securely wrapped in strong containers.  This is both for reasons of hygiene and to prevent pests.  If you lock your storage area, the church should have a copy of the key, though this would only be used in extreme circumstances.

6 If the kitchen is used you must ensure the kitchen and the drinks trolley are left clean and tidy, any cups or beaker used washed up, dried and put away (tea towels can be found in one of the kitchen cupboards).  If the waste bin is full, please make sure it is emptied into the waste container outside.  Unwrapped food waste is not to be left anywhere, please put it in the wheelie bin.  The kitchen is a food preparation area, and normal hygiene rules apply.  The kitchen is not a suitable area for children, so they should never be left unattended there.  If the kitchen is used other than as a kitchen, please be aware that it is also a food preparation area and treat it accordingly.

7 There is a bin for recycling paper in the kitchen, if you fill it please empty it into the black crate outside.

8 The toilets should be clean and hygienic when you arrive.  Nothing is to be stored in them. You are responsible for making sure they are clean when you leave at the end of each session.

9 Please record details of any accidents, no matter how small, that happen on the premises, and any material used from the First Aid kit, even a plaster.  An entry should be made in the Accident Book, partly so that we know of any dangers in the building, and partly for insurance purposes.  The First Aid kit and the Accident Book are kept in the kitchen.

10 If the telephone is used please make a contribution towards the cost of the call if you use it. Although the line will not accept long distance outgoing calls, we will seek to recover the charges for any use that we deem to be unreasonable during the time of your letting.

11 If you lock or secure the perimeter gates, they are to be left open at the end of each session.

12 If you operate a school term group, please make sure that you make a note in the church logbook, kept in the entrance hallway, of the first and last week of each session.  This allows us to plan for maintenance work and for other users of the building to have access.

13 Please give us a minimum of 8 weeks or one half terms notice if you wish to terminate your agreement.

What happens if things go wrong

If you don’t keep to your side of the conditions as set out above, we will inform you and ask you to set matters right.  Please let us know if you feel we are not keeping our side of the agreement.  If there continue to be problems, we ultimately reserve the right to cancel your booking.  We may also wish to change this agreement in the future, in which case we will inform you in writing.

